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EFFECTIVE DATE: 05/31/91 

E f f e c t i v e  Date: 05/01/81 
Supersedes Schedule #: 81-0287 

Agency Code: 0414 
Agency: Department o f  Education 

Of f ice:  Regional Assessment Centers 
Creating 

Custodian: @ f f i c e  o f  I n s t r u c t i o n a l  Services 
Performance Assessment and Test Development 

Tit le/Dates: “8eginnIng Teacher Prof ic iency Assessment F i l e s , ”  May 1 ,  
Series 

l98O t o  !990. 

Access: Closed (QCGA 50-15-72) 
Class: Common, one-time d isposi t ion.  

Related To: Assessment o f  the on-the-job performance o f  beginning school 
teachers and speech/language patholog is ts  f o r  State o f  
Georgia performance-based c e r t i i f i c a t i o n .  The program, under 
which the 17 Regional Assessment Centers, created these 
Teacher Performance Appraisal Instrument (TPAI)  f i l e s ,  ended 
i n  1990 and the  Centers w i l l  cease operation June 30, 1991. 
Series includes a f f i r m a t i o n  card, documentation o f  
o r i en ta t i on ,  . p r o f i l e  ( t e s t  r e s u l t s )  f o r  each assessment, 
p r o f i l e  i n t e r p r e t a t i o n  conference repor t ,  release ( f o r  
repo r t i ng  r e s u l t s  t o  school systems), documentation o f  
deferment and waiver, and records r e l a t i n g  t o  appeals. 

Arrangement: Numerically by assigned personnel i d e n t i f j c a t i o n  number 

Retent I on  
Requirement: Administrat lve. heed s1x (6 )  years. 

S ta tu te  o f  l i m i i a t i o n  s i x  (6) years. 

Media: Paoer 

Disposi t ion 
Ins t ruc t i ons :  Cut o f f  January 29, 1991 

Transfer t o  the State Records Center 
Retain u n t i l  June 30, 1997, then 
Destroy 

This records re ten t i on  p lan gives the  State Records Corn i t tee approved 
re ten t i on  i n s t r u c t i o n s  f o r  t he  named records ser ies by the named c rea t i ng  
o f f i c e .  

. - 
Edward Weldon 
Secretary o f  State Designee 

6-6-91 
Date 
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INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 
4pplication Date 

Gl icat ion Number 

1. Per n to  Contact 
WaY'r L. Baurgarkr 

1. Agency ddress 
Georgia kpartment of Education ' 

R~gi&l Education Services Division 
State Office Building 
Atlanta, Georgia 30334 

FOR RECORDS MANAGEMENT USE - . . 
Application Number 

- 91.9287 .- __ 
Date Received Date Completed 

APR 2 2 1981 I MAY I 1981 
~~~~~ _ - ~ . . 

Wo Tit1 Telr-bs- Nh&r 
Records -gent #!er hpartment of Education 

~~ 656-2435 ._ .~ .- - - ~~ ~ 
. ~ 

TE-WIDE SCHEDULES FOR CESA 3. Action Requested 
a. Establish Retention Schedule; record will continue to accum'Sbte. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend Application No. Check One: 0 Change; 0 Supercede; 0 Void .~ 
1. Dates of Series I 5. Records Series Title Ifollowed by title used in office; if different) 

I Iarliest Latest 

_ _ _  BEGINNING TEACHER PrnflCIENCy AssEsm FILE 
-~ I ~_ _ _ ~  May 1, 198q current 

i. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 
-I 

Sixteen (16) CFSAs operate Stat&& under the Adequate Prcgram for Education Act in Georgia (Georgia 
Code 32-628a): 
consultative services to local school system in curriculun developnt, special education, pupil personnel, 
staff developnt, and career and vocational education; also, each CESA provides technical assistance 
of shared educational services and personnel among local school system t o  inprove effectiveness of 
educational services, benefits and opportunities to students and to inprove effectiveness of ebtional 
programs of d r  system. 

Each CESA, covering multiple counties, is responsible for providing coordination and 

_- - - - . - - I 

7. Record Series Description 

Documents relating to: 

Included are: 

File is arranged: 
i? 

- ~ ~- ~ _ -  - 
B. Monthly Reference Rate 

One to six months old __ 

-~ 
This f i le contains the following'docurnents (include form numbersand titles, if any): 
Attach samples of the file. 
Qmlifying new teachers for State of Georgia Teaching Certification (PET) 
by meeting standards of proficiency on the job assessmnt. 

Beginning Teacher Infomtion Sheet 
Notification of Assessment Schedule 
bta Release Form 
Teacher Performance Assessment Form TPAI-2 convenience forms 
Affimtion of Assesmnt Form (un-nmhered) 
DBnographic Infomtion Response Form TPAI-2 
Verification of Profile Conference 
Professional Standards Response Form TE'AI-3 
Ccnputer Printout Fall term (individual) 
Carputer Printout Spring term (individual) 

Nunerically by assigned personnel identification nmher 

Carputer Printout Annual 
Ccnposite (Individual) 
Other related suspense 

~ -~ _ _  - _ _ _ _ _ _ _ _ . _ ~  _ . 
How often are records referred to which are: 

-; Seven to twelve months old --; Thirteen to twenty-four months old - I  

Gententy-five months and older . 
9. Annual Rate of Accumulation of Records 

? .File is active until teacher successfully ccmpletes ~- assesSment or three(3) 
years. 'hen it becaws inactive. 

Letter-size drawers -- .-; Legal-size drawers - -~ ~ -;Shelves --;Other (specify) _. -__- 
Based on annual accmlation of 100 begirming teachers. 

~ 

R-50-71; Rev. 76 (Over) 



...-.___l_l ~~ ~ 

- 10. Questionnaire (Place an "X" in the proper column) 5 ~ x 2  

__ If nor. where i s i t ?  
. .  a. I s  this the official copy of the series? . .~ 

b. Does the series contain confidential information requiring security iandling? If yes, cite law or regulation. 
~. ~ ~ . -  - 

i 

~ - ~ - I _ _  
- - ~ ~. ~~ 

c. I s  this a -. vitaa~record? ~~ ~~~ 

. -  d. -Does this ~~ series have historical orhng term research value) 

-.documents kschedulec! semrale47- ~~ ~. ~ 

e. When one or two documents in the file make it necessary to,keep the entire f i le  for a long period, could these 

-- .~ -- ~ 

.f.Js.fhe?nform'atTdn ' c o n t a i n e d - i e s  ever dublished? If yes. attach CODY. 

g. Isfhe~informa'tion contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a'duplication of this series in your office, or in another office or agency? 
If ves-artach copy.Successfulrcnpletion~ of job assessnent results in-issuance of State Teachers 

~ ~. -_ If ves. where? ~ ~ ~- 
i _ , l r t h i s  series foc~a~ !na'Qtymtion of it) reaularlv microfilmed!.-- 

~~ 

i.- Doestherecordseries rewit. in a comDuter armtout? . . _. 
1. Retention Requirements The following requires the series to  be kept: 

-years. a. State Law -~ ~ years. d. Audit period 
years. b. Statute of limitation __~ years. e. Administrative need ______~ 

c. Federal law years. f. Federal retention instructions __ years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

7 

By law, the State Board of Education se t s  requirements and qualifications for certif ication of teachers. 

Ah in i s t r a t iw  need: 

2. Approved Disposition Instructions 

Q d i f i e d  f i l e s  retained one additional 'year t o  confirm issuance of teacher cer t i f icate .  

This agency recommends that the file series be cut off a t  the end of each: 
0 Calender Year;.[XI Fiscal'Year; 0 Other - 

Norr-qualified f i l e s  held a to ta l  0+7 years for possible recl&a. ~~ 

~ - ~- - ~ 

. .  
 then, 

R Hold in the current files area -' ~ --month(s) 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
@ Destroy. 
0 Transfer to State Archives for permanent retention. 
[x1 Other (Specify) 

year(s); then 
year(s1; then 
~-~.year(s); then 

, 

1. 
inactive f i l e ,  retained for one additional year, then destroy. 

2. 
hold an additional 4 years. then destroy. 

Cdrrpletion of job assessnent r e q u i r e n t s :  Upon s&cessful ccnpletion of job assessnent, f i l e  is placed, i n  an 

Non-ccnpletion of job as%sm.nt  requirments: Cut off a t  end of 3 years; f r a d f e r  t o  inactive f i l e ;  

Coordination: 
b - 

M. E. Aiken, Jr. 
Director, Regional %tion Services Division 

These instructions apply to a l l  prior and future accumulations of the series. 

raph 12 are approved. 
I f  disapproved, attach letter 
f explanation.) 


